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General Information

Y GEARS

i:} General Enterprise And Resource Support
Quick Reference Tip Sheet

Task

Process Information

Creating a GL Journal Entry

Note: If additional assistance is needed,
please contact the respective AOC
Department staff or the JIS Service Desk.

Use a General Ledger journal entry to reclassify a journal that has already been posted
or to record a new transaction to the Actuals ledger.

General Ledger Journal Entry (GLIE) Approvals — This notice does not apply to the
local District Court staff, as the journal entry functionality is not initiated by these
users, but would apply to District Court Headquarters (DCHQ), as well as all
others. For everyone, but local DC staff, GLJE’s will now require GEARS online
approval, before completion of the journal process. For all GLIE’s, the journal will
route to the same local approver (based on your PCA) which exists currently for
vouchers and then it will route to DBF for approval.

GEARS Navigation

General Ledger > Journals > Journal Entry
> Create/Update Journal Entries

Favoress ~ ManMenue > Generalledgerv > Joumase » JoumalEntryw »  CreatelUpdate Joumal Entries

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

1. | @

c) Click the Add button.

i.e. July 1 — 15%, this date must be
changed to June 30, XXXX***

Select the "Add a New Value" Tab.

b) Be sure the fields are populated
with the appropriate information.

***As a special note, when processing
these entries for year-end after June 30,

Create/Update Journal Entries

Find an Existing Value Add a New Value

Business Unit MDJUD |Q
Journal ID |NEXT
Journal Date |02/13/2017 | [3
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2.

a)

b)

<)

Enter the desired information into
the Long Description field.

Deselect (turn OFF) the Save
Journal Incomplete Status option as
needed.

Add supporting documentation as
an attachment.

Heade Totals Errors Approval

MDJUD Journal

ID NEXT Date 02/13/2017

Unit
Long Description Text

—

@mﬂiption
233 Characiers remaining

*Ledger Group ACTUALS Q

Ledger Q

*Source ONL Q
Reference Number

Journal Class Q

Transaction Code GENERAL Q

Adjusting Entry Non-Adjusting Entry

Fiscal Year 2017

Period 8

ADB Date 02/13/2017

[J Auto Generate Lines

LI save Journal Incomplete Statles

d) Click the Lines tab at the top of the SJE Type v Rount Line
page_ Currency Defaults: USD / CRRNT /1
Attachments (0) Ceta
Reversal: Do Not Generate Reversal Commitment Control
Entered By lisa.gutierrez Lisa (DEV)
Entered On
Last Updated On
3 a) Enter your PCA in the SpeedType
* field. eader | Lines | Totals | Errors | Approval
Unit MDJUD Journal ID NEXT Date 021132017
Template List Change Values
b) Press Enter. Most of the necessary e — v
chartfields will be populated (Batch Lines personaiize | Find | £
Batch Approp N
Agency PCA Fund Program Select Line re PCA Fund Account Program Nombe  Approp Yr  Affiliate Fund Affil Cumrency Amount
A ro ’ N n‘lber) ’ ’ O 1 C25 - 0001 =o BOO6 Q, |AD006 o Q Q USD Q
pprop Nu . e =
Linestoadd| 1 [F [ [HE
C) Enter the fO"OWing: Totals Personalize | Find |Viewal | 20| B8 First 4 10r1 ® Last
e Account Unit Total Lines Total Debits Total Credits al Status  Budget Status
MDJUD 1 0.00 0.00 N N
e  Approp Year
e Amount (NOTE: The first
line is generally the
positive amount)
d) Click the Insert Lines button *',
4 a) On the new line, enter the Heacer, | Lines. || Towks || Enors || &pproval
° t4 . Unit MDJUD Journal ID NEXT Date 02/13/2017
followi ng: Template List Change Values
° Account Inter/intraUnit &oprocess Edit Joumal » Process
Lines Personalize | Find | &0 | R
°
Amount Select  Line R;‘)j b pea Fund Program i:;::l‘;!"r Approp¥r  Afiiliate Fund Affil Currency
] 1 3, 60001 @, o001 Q, [Boos QAo AY2017| @ Q Q usD
b) Verify that the debits and credits O 2 3, 60001 0001 | Q Bs QA0 AY2017)Q, Q Q usD
(pluses and minuses) are equal as < -
Lines to add 1 + - E
necessary. Totals Personalize | Find | View Al | &Y | B First ‘4 10f1 & Last
Unit Total Lines Total Debits Total Credits  Joumnal Status  Budget Status
c) Verify that the Process list displays MDD wo n N

d)

“Edit Journal”.

Click the Process button.
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5 a) Take note of the Journal ID.

Header || Lines | Totals | Erors || Approval

Unit MDJUD Date 02/13/2017 Errors Only
A Template List e Cilleria Change Values
b) Click the OK Button. InteriintraUnit *Process [Edi Journal v Process Lina[ 0
Lines Personalize | Find | 2| B
Select  Line 2;"”" PCA Fund Account Program ﬁm"‘l’; Approp Yr  Affiliate Fund Affil Currency Amount
o 1 L [c25 |@ [sooot @ (o001 @ [0s02 Q_ [Boos Q 0008 @ [av2017]@ Q Q [usD Q 10.0
o 2 L [c25 |@ [sooot oy (0001 @, (0201 Q, [Bo0s Q [A000s @, [Av2017]Q Q Q [UsD Q 1001
< Message >
Lines to add 1 5 = @
Journal 000D 08)
Totals oume : A 1of1 b Last
Unit Total Lines Total Debits tus
MDJUD 2 10.00 10.00 v v
HSave | [Z)Notily [ Refresh s Add || ] Update/Display
H Favorites « Main Menu « > GeneralLedger+ > Journals» > Joumal Entry v > Create/Update Journal Entries
6 Click on the Approval tab at the top of (T o o i
L
the page. ORACLE'

Header Lines Totals Errors Approval

7 Click the Submit button to submit your
* | journal for approval.

NOTE: You cannot move forward with
the remaining steps until the journal
has been approved. You will receive an
email notification and a Worklist item
when it has been approved.

*Please monitor your journal entry to
ensure that it is approved timely to be
posted. Journals post based on the date
of the journal and if delayed, the
general ledger period could be closed
and lead to errors.

Header Lines Totals Errors Approval
Unit MDJUD Journal ID 0000132301 Date 02/13/2017
Approval Status
Unit MDJUD

Approval Check Active Y

Approval Status None

Approval Action [Appove V]

Deny Comments TL

354 characters remaining
Approval History
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8.

Once the journal has been approved,
return to the journal to post it. Click the
link in your approval notice email,
worklist item page, or follow the below
steps to navigate into the journal:

a) Click on the Find an Existing Value
tab.

b) Enter the Journal ID.

c) Besure the Journal Header Status is
blank.

d) Click the Search button.

NOTE: If changes are noted during the

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ] Add a New Value

Search Criteria

Business Unit[= /] MDJUD Q

Journal ID 0000132301
Journal Date| = v El

Ref Do [begins with /]

Line Business Unit| = w

&< Journal Header Status =

Budget Checking Header Status =

Source

approval process, reopen the journal Entered By beglns W|th || Q
and edit the Ilnes' a:s needed (steps 2-4) Attachment Exist[= v v
and then resubmit it for approval.
[ case Sensitive
Once a journal is approved,
attachments cannot be deleted. If
changes to the attachments are needed
beyond this point, contact DBF.
9 a) Click the Lines tab at the top of the LitcioyllaEnon, | fremd,
L] N il )00013230° a oz 017 rrors Onl
page. UmlTADJ.D Journal ID 0000132301 Date 02/13/201 E Only
‘emplate List S¢ h O ™ A/,
InterfintraUnit Corocess [N R | Process > Line| 10
b) Select “Post Journal” in the Process Lines Personalize | Find | €] [
|iSt. Select  Line “Unit Ledger SpeedType ?;‘“ PCA Fund Account Program ﬁc“ﬂ‘;’g Approp Yr  Affiliate
m] 1 MDJUD Q_ ACTUALS Q@ c2s |@ |eo001 |@ 0001 | [os02 @, BODE Q, |A0006 |Q |AY2017/Q)
. O 2 MDJUD @, ACTUALS Q c25 | 60001 |@, o001 |Q, (0201 @ BODG Q, |ADDOG |Q [AY2017/Q
c) Click the Process Button. < >
Linestoada| 1 ¥ = @
Totals Personalize | Find | View All | £ | (8 First ‘& 1¢f1 & Last
Unit Total Lines Total Debits Total Credits Journal Status  Budget Status
MDJUD 2 10.00 10.00 v v
HlSave ||t Return to Search 4] MNextinlist ||[<]Notify | &% Refresh L& Add
10 Click the OK button to post the journal.
: Message

Are you sure that you want to post this journal? (5010 45)

Cancel
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11 The journal is now posted.

NOTE: You cannot edit the journal after
it has been posted.

Header || Lines | Totals

Unit MDJUD

Template List

Lines
Select Line Unit
1 MDJUD
2 MDJUD
<
Totals
Unit Total Lines
MDJUD 2
#save | |G Retum to Search

Approval
Journal ID 0000132301 Date 02/13/2017 Errors Only
Search Critena
*Process [Edit Joumal v Process 3 Line
Personalize | Find |
odger sodType Batch y ot . Approp .
Ledger SpeedTyp e PCA Fund Account Program Natrbor Approp Yt
ACTUALS Q25 60001 0001 0902 ACO0E  AY2017
ACTUALS QC25 60001 0001 0201 ADD06  AY2017
Personalize | Find | View AlLLL
Total Debits Total Credig® Journal Status  Budget Status
10.00 10.08
4] NextinList ||=INotfy | |£2 Refresh 4 Add

10

2| B

Affiliate

@ End of Document
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